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PMA  PEOCEDUKE  TEAIISMITTAL 


/Hy 


NOTICES 


PERSONNEL  DESIGNATION:    Mr.  C.  Hllar;>-  Moseloy  has  "bc-en  appointed  as 
Reeervd  Administrator's  Fieldman  for  the  States  of  Alatiama,  Florida,  Georgia, 

Mississippi,  and  South  Carolina,  effective  July  26,  19^8.    Mr.  Mosoley's 
headquarters  will  "be  at  the  AlalDama  State  PMA  Office,  Alabama  Polytech- 
nic Institute,  Au"burn,  Alahama. 

FERSOIJNEL  DESIGNATION:    Mr.  George  B.  Caswell  has  hocn  appointed  as 
Administrator's  Fieldman  for  the  States  of  Arizona;  California,  Nevada 
and  Utah,  effective  Au.gust  6,  19^8.    ViT .  Caswell's  headquarters  will 
be  at  156  South  California  Street,  Vsntura,  California. 


ADMINISTRATIVE 
NOTICE  NO,  106 

8-23-i^8 


ADm^STRATIVE 
NOTICE  NO,  107 
8-23-48 


NEW  RELEASES  | 

TR/sJISPORrATION  REQUESTS:     The  new  supply  "of -"trdnspofti-^*^ 
tion  requests  indicate  "bills  should  be  s-osarW-to.  Washington 
Issuing  Offices  are  requested  to  stamp  proper  billing 
address  on  each  request  prior  to  issuance  of  the  form. 
Distribution:    A,  B. 

POLICY  OF  CONTINUING  WORK  IN  WASHINGTON  DURDJG  HOT 
WEATHER:     Quotas  the  Office  of  Personnol  release  announce 
ing  the  new  Department  policy  on  group  dismissals  in 
Washington  because  of  the  heat .    Also  names  the  contact 
point  in  the  P^^A  Personnel  Division  for  complaints  about 
excessive  heat.    Distribution:     (A- Washington  only),  (B- 
Washingtcn  only). 

200.1  .and  APPEARANCE  FEES,  AND  EXPENSES  OF  PM1  EI-IPLOYEES  SER"7ING 

EXHIBITS  A  and  B  ON  JURY  DUTY-Al'JD  AS  WITNESSES  AT  JUDICIAL  PROCEEDINGS 
8-13 -i+8  AJ\[D  HEARINGS:    Delegates  authority  to  certain  Tm  offi- 

cials to  determine  effect  of  employees  testimony  at 
Department  and  Judicial  hearings  and  to  determine 
whether  Jury  service  will  interfere  substantially  with 
the  programs  of  the  Department.  Gives  fees  and  allow- 
ances and  pertinent  requirements  of  witnesses  summoned 
to  and  attending  hearings  or  summoned  to  -Jury  service . 
Distribution:    A,  B. 


113.1 
EXHIBIT  A 
7-22-48 


REVISIONS  AW  CH/iNGES 


ORGANIZATION  OF  PM  STATE  OFFICES  AND  PMA  STATE  COMMIT^ 
TEES:     On  page  1,  Exhibit  A,  change  the  address  of  the 
Mississippi  State  PMA  Office  to  "P.O.  Box  1251,  II30 
West  Capitol  Street,  Jackson  5.-  Mississippi."    Mr.  Frank 
W.  Ro'jd  replaces  Mr.  Robert  L.  Green  as  Chairman  of 


DISTRIBUTION: 
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113.1 

EXHIBIT  A 
(Cont'd) 


REVISIONS  MID  CHANGES  (Cont'd) 

of  iHo^Notraska  Stato  PMA  Coiranj.ttec,  effective  August  I3, 
19^8.    Mr.  Green  has  "been  appointed  as  the  FWx  Represen- 
tative on  the  Missouri  River  Basin  Planning  Group, 
effective  August  12,  19^8.    On  page  2,  change  the  ad- 
dress of  the  Hawaiian  Area  Office  to  "303  Dillingh-am 
Building,  Honolulu  I6,  T.  H."  Distribution:  A,  B. 

LISTING  MD  DEFINITIONS  OF  WORK  PROGRAiMS  TO  BE  REPORTED. 
This  Exhibit  revised  to  add  the  Commodity  Credit  Corpora- 
tion Research  Program  to  those  en  which  monthly  reports 
are  submitted.    Remove  Exhibit  A  dated  7-7-^8  and  insert 
attached  Exhibit  A,    Distribution:    A,  B. 

OPERmON,  STORAGE,  iWD  IDENTIFICATION  OF  GOVERNMENT 
MOTOR  VEHICLES  -  .AREA  AND  FIELD:     Revision  of  this 
Instruction  was  necessary  to  incorporate  changes  in 
the  roq-birenents  for  the  operation,  storage,  and  iden- 
tification of  Government  motor  vehicles  in  area  and 
field  offices.    Instruction  431.1  dated  2-19-47  should 
be  removed  from  the  Manual  and  the  attached  Instruction 
inserted.    Retain  Exhibit  A  which  is  now  in  the  Manual. 
Distribution:    A,  B.  . 

*  ■)<•  -x- 


139.1 
EXHIBIT  A 

8-16-48 


431.1 
8-23-48 
(Supersedes 
431.1  dated 
2-19-47) 


DOM»T  HOAE^D  YOUR  lnr:AS  I     MAKE  THEM  COUNT  I 
SU3MIT  THEM  AS  EMPLOYEE  SUGGESTIONS  AND 
EARN  CASH  AV/ARL^S  BASED  ON  THEIR  VALUE 
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U.  S.  DEPARIIMBNT  OF  AGRICULTURE 
Production  smd  Marketing  Administration 


AMCnilSTRATIVE  NOTICE  NO.  106 


TRANSPORTATION  REQUESTS 


It  will  be  noted  that  SF-1138,  U.  S.  GoTremment  Request  for  Transpor- 
tation (new  form),  carries  Washington,  D.  C,  in  the  billing  address. 

For  information  of  the  carriers  and  to  inmire  tiaat  the  transportation 
vouchers  are  presented  for  payment  to  ihe  proper  offices,  it  is  imper- 
ative that  prior  to  issuance  of  the  requests  the  issuing  office  shall 
insert  the  correct  billing  address  on  each  request.    A  block  stamp 
may  be  used  for  this  purpose. 

Compliance  with  the  above  requirements  will  facililate  iJie  work  of 
the  fiscal  offices  and  greatly  reduce  delays  in  payment  of  transpor- 
tation vouchers. 

♦  *  * 
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UNITED  STATES  DEPAETMSNT  OT  AGRICULTUIB 
Production  and  Marketing  Administration 

AJiMINISTPATIVS  NOTICSl  HO  i07 

POLICY  OP  CONTINUING  VOHK  IN  WASHINGTON  HIRING  HOT  WSATHSH 


Following  ie  quoted  in  full  Adyanco  No^  1^,  Office  of  Personnel, 
Note  that  group  dismissals  under  this  policy  may  not  "be  made  without 
prior  approval  of  the  Director  of  Personnels    Even  if  temporatures 
and  humidity  re^h  the  mark®  listodo  it  i«  discretionaj°y  vith  the 
Director  of  Personnel  to  approve  or  disapprove  group  disanisealSo 
The  Safety  Section,  Personnel  Divigions  Extension  5323i,  i»  designated 
as  the  offic«  to       celled  in  PMA  on  coispXftints  th<9.t  eatcgagiive  teurp- 
eratures  exlatc 

"Advance  No,  lUS 

NOTICg  TO  HBADg  0?  AgENCIES 
"Subject?    Policy  of  ContiRping  Work  in  Washington  During  Hot  Weather 

"The  following  letter  frow  Donald  8»  Dawson,  Administrative  Assist- 
ant to  the  Presi^-oats  endorses  the  federal  Personnel  Council's  re- 
cently a4opto4  policy  of  oontinuin^  vork  in  Washiagtoj^  torj^ng  hot 
weathers 

""For  several  ye*ri  post  depwrtm^nt «s  an4  agencies  in  Wf.shingtoni,  D,C,^ 
have  followed  the  policsy  agreed  to  'fcy  the  fedsr&l  P#r»onnaJ  Qpuncil 
for  continuance  of  work  during  the  hot  weather  periodj,  with  exceptions 
for  extremely  hot  woric  places  and  individuals  having  health  defects. 
In  these  exceptions  excuse  has  been  at  the  discretion  of  the  agency. 
As  a  result  Oiid  in  the  abeaice  of  a  yardstick^  there  haj?  been  some 
disparity  of  practic®, 

"'The  Council  has  again  considered  the  needs  underlying  the  hot 
weather  policy,  and  after  careful  investigation  and  thorough  discus- 
sion has  adopted  the  revised  policy  enclo68d„    The  revision  sets  con- 
ditions of  hot  weather  at  or  above  which  diemissals  from  extremely 
hot  buildingfl  or  portions  of  buildings  wouX4  be  discretionary^ 

""I  hope  and  urge  all  departments  and  agencies  will  observe  and  fol- 
low this  policy.    It  does  not  me*n  tl^at  if  any  employee  or  group  of 
employees  is  excuieds  equity  will  require  the  excusing  of  otjhera. 
It  is  not  intended  that  the  policy  will  result  in  widespread  dismis8= 
als  of  employees,  but  that  excusing  under  the  policy  will  be  limited 
to  extreme  8i^u^ti9nf  on  a  fel^j^ti'yf  bagi©.    Employees  who  are  in 
quarters  reasonably  well  adapted  to  hot  weather  should  remain  at 
work  even  though  they  may  be  esqjeriencing  discomfort," 

DISTRIBUTION:    (A-Washlngton  ^  FI-l^l 

8-23=  only),  (B= 

Vaehipgtoii  o?:ily)o 


POLICT  Oy  COSTINUIHG  WOHX  IN  VJLSHINGTON  DOSING  HOT  WEATHSB 


"This  policy  6haiX  "be  adhered  to  "by  this  Department  ,    Cha^jter  50, 
Section       gAE,   'DiemiiBal  of  Snployees  in  Washington  During  Hot 
Weather^  "  vill  be  amended  accordingly. 

"Work  shall  be  contlnttei  unlee*  one  of  the  follovdng  conditions 
exiete  or  is  ezcaededs 


"A  schedule  of  official  temperature  test  etatione  will  "be  prepared  and 
agencies  occupying  th^ee  locations  will  be  asked  to  install  accurate 
thermometeri  which  ihoald  be  checked  with  Weather  Bureau  standardSo 
The  huoiidity  reading  recorded  by  the  Weather  Bureau  shall  be  vi,9fd. 

*0n  receiving  a  coaaplaint  from  a^i  individual  or  an  office  that  exces- 
sive temperature  exists^  the  egency  personnel  office  or  a  designated 
official  of  tha  agency  should  investigRte  conditions  and  if  the  temp- 
eratura  is  found  to  equal  or  f?xceed  an^  ox"  the  a>-c;vo  values^,  he 
should  at  once  report  it  to  the  Office  of  Personnel,  by  calling  Bx- 
tenslon  2939=    Group  dieoxlasals  will  be  authorized  only  by  the  Office 
of  Personnel o 

"Individuals  who  have  any  physical  symptoms  that  may  be  due  to  heat 
should  report  to  the  emergency  room.    These  individuals  and  those  who 
have  any  physical  ailaent  which  «ay  be  adversely  affected  by  heat, 
should  be  granted  sick  leave  by  their  BupervisorBp  on  the  recommenda- 
tion of  the  Employee  Health  ServicOc 

"No  employees  in  s^r^co^ditioned  irpace  will  be  excused  because  of  the 
heat . 

"Please  post  capiat  of  this  Advance  oo  bulletin  boards  and  circulate 
among  your  employees. 


95*'  r 

96®  T 

99° 

100°  J. 


90<*  J. 
93°  f 


9  lOi  humidity 

•  SSi  hottidity 

•  63%  humidity 

•  humidity 

•  55^  ij^iidity 

•  505^  homidity 

•  h^i  humidity 

•  koi  hapjidity 
9  )S%  hooidity 

•  }ki  huiDidity 

•  30 hjftjtidity 


/s/  T    Boy  Rflid 

Director  of  Personnel 
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PMA  200.1 


U.  S.  DEPARTMENT  OF  AGRICULTURE 
PRODUCTION  AND  MARKETING  ADMINISTRATION 


APPEARANCE,  FEES,  AND  EXPENSES  OF  PMA  EMPLOYEES  SERVING  ON  JURY 
DUTY  AND  AS  WITNESSES  AT  JUDICIAL  PROCEEDINGS  AND  HEARIMJS  OTHER  THAN 

CONCESSIONAL  HEARINGS 


I  PURPOSE 

The  purpose  of  this  instruction  Is  to  set  forth  the  fees  and  allow- 
ances to  vhlch  witnesses  are  entitled  when  siuamoned  to  and  attending 
hearings  of  the  Department;  authority  and  action  required  for  em- 
ployees appearing  as  witnesses  and  Jiirors  in  Judicial  proceedings 
other  than  Congressional  hesirlngs;  euad  the  allowance,  collection  and 
accounting  for  fees  and  expenses  of  travel  and  suhslstance  in  connec- 
tion with  such  activities. 

II  AUTHORITY 

This  instruction  is  based  upon  the  provisions  of  Section  10,  Puhlic 
Law  600,  79th  Congress  and  Administrative  Regulations  Title  1,  Chapter 
8,  Sections  6,  7  and  8,  Title  8,  Chapter  30,  Section  5,  Paragraph 
1104  and  Title  8,  Chapter  7,  Paragraph  206(S). 

III  PROVISIONS 

A      Witnesses  sxsmnoned  to  and  attending  hearings  of  a  depart- 
ment shall  be  entitled  to  the  same  fees  and  mileage  (or  expenses  in 
case  of  Government  officers  and  employees)  as  provided  by  law  for 
witnesses  attending  in  the  Halted  States  covirts.    Witnesses  whose 
depositions  are  taken  are  entitled  to  the  same  fees  and  travel  allow- 
ance as  witnesses  in  the  U.  S.  courts.    A  suimnary  chart  of  the  details 
of  applicable  provisions  and  requirements  is  shown  in  Exhibit  A  attached. 

B       Department  employees  appearing  as  witnesses  In  Judicial 
Proceedings,  and  as  witnesses  on  behalf  of  the  District  of  Columbia 
in  administrative  and  court  proceedings  shn.ll  be  entitled  to  certain 
travel  and  subsistence  expenses  and  are  subject  to  authority  of  dele- 
gated officials  of  the  Administration  as  outlined  in  the  table.  See 
Exhibit  B. 

IV  lEAVE 

A      Witnesses  -  No  charge  against  annual  leave  may  be  made  when 
employees  are  appearing  as  witnesses  in  Department  hearings  or  when 
testifying  In  Judicial  proceedings  as  outlined  under  items  (a),  (b) 
and  (c)  in  Exhibit  B.    Employees  appearing  as  witnesses  listed  \jnder 
group  (d)  in  Exhibit  B  must  take  annual  leave,  or  if  such  leave  is 
not  available,  leave  without  pay  must  be  taken. 

B       Jmtj  Service  -  Permanent  or  temporary  indefinite  employees 
shall  not  be  charged  annual  leave  while  serving  on  a  J\iry  providing 
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PMA  200.1 


APPEARANCE,  FEES,  AMD  EIPENSES  OF  PMA  EMPLOYEES  SERVING  ON 
JURY  DUTY  AMD  AS  WITNESSES  AT  JUDICIAL  PROCEEDINGS  AND  HEARINGS 


(IV  B) 

thoy  are  in  a  pay  statue.    Teinporary  and  "vhen  actually  enrployed" 
OB^loyees  are  not  entitled  to  court  leave . 

V  DESIGa^ATION  OF  SUPERVISORY  OliTICIAI^  TO  DETERMHIE  EFFECT  OF 
EMPLOYEES  TESTIMONY  AT  DEPARTMENT  AND  JUDICIAL  HEARINGS,  ETC. 

The  follovlng  officials  of  the  Administration  are  hereby  designated 
as  the  supervisory  officials  who  shall  be  responsible  for  d-^tennlnlng 
vhether  or  not  the  production  of  records  or  an  employee's  proposed 
testimony  Is  prejudicial  to  the  public  Interowt  Mrh&n  subpoenaed  to 
appear  as  a  witness  In  Judicial  proceedings;  to  determine  whether  or 
not  Jury  service  will  Interfere  substantially  with  the  welfare  of 
the  Department  as  regards  the  duties  of  the  employee;  and  to  determine 
whether  or  not  the  attendance  of  witnesses  at  Department  hearings  Is 
In  the  Interest  of  the  Government,  pursuant  to  the  provisions  of 
Administrative  Regulations  of  the  Department: 

The  Deputy  emd  Assistant  Administrators 
Directors  of  Branches 
Directors  of  CCC  Field  Offices 
PMA  State  Chairmen 

Directors  of  Hawaiian  and  Caribbean  Offices 

VI  JURY  SERVICE  OR  SUM40NS  TO  APPEAR  AS  A  WITNESS 

Any  employee  of  the  Administration  summoned  for  Jury  service  or  as  a 
witness  In  any  court  shall  appear  In  accordance  with  the  terms  of  the 
summons .    The  appropriate  official  designated  In  paragraph  V  shall 
determine  whether  or  not  the  appearance  of  the  witness  In  producing 
records  or  In  testifying  Is  prejudicial  to  the  public  Interest  and 
shall  al.so  determine  whether  or  not  Jury  service  will  Interfere  sub- 
stantially with  the  welfare  of  the  Department  as  regards  the  duties 
of  an  employee  summoned  for  Jury  duty.    If  It  Is  determined  that  such 
Interference  would  result,  the  court  should  be  so  Informed  and  requested 
to  excuse  the  employee.    In  making  determination  concerning  employees' 
attendance  at  Jury  service,  the  authorized  officers  may  ask  the 
Solicitor  for  assistance. 

Vn    FEES  AND  EXPENSES 

A       PMA  Earployees  -  PMA  employees  authorized  by  delegated  offi- 
cials to  attend  Department  or  PMA  hearings  away  from  their  official 
headquarters  will  prepare  and  submit  travel  expense  vouchers  in 
accordance  with  the  provisions  contained  in  PMA  Instruction  218.1, 
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8-13  A8 


FMA.  200.1 


APEEARAirCE,  IKES,  AMD  EIEERSES  OF  PMA  EMPLOIEES  SifiKVlUG  OH 
jnRI  DUTY  AHD  AS  VITHESSES  AT  JUDICIAL  PROCEEDINGS  AHD  HEARHWS 


(vn) 

"Preparation  and  Submission  of  travel  PeimbursoBont  Vouchers." 

B      Non-Qovemmpnt  Employeea  -  When  travel  is  inTolved,  request 
for  reimbiursement  of  travel  expenses  and  claim  for  authorized  fees  to 
non-government  employees  subpoenaed  or  requested  tj  PMA  officials  to 
appear  as  vitnesses  in  Department  or  PMA  hearings  will  he  sutmitted 
on  ST'-1012,  Voucher  for  Per  Diem  and/or  Reimbursement  of  Expenses 
Incident  to  Official  Travel.    Vhen  no  travel  expenses  are  involved,  the 
claim  for  fees  alloved  for  appearing  as  a  vltness  or  to  give  sworn 
statements  in  Department  or  PMA  hearings  vlll  he  submitted  on  SF-103^, 
Public  Voucher  for  Purchases  and  Services  other  than  Personal.  In 
every  case  the  voucher  must  he  supported  hy  a  properly  signed  original 
or  certified  true  copy  of  the  suhpoena,  or,  in  the  event  a  suhpoena  was 
not  issued,  the  voucher  must  he  supported  hy  the  original  authorization 
or  a  certified  true  copy  of  the  letter  from  the  PMA  delegated  official 
requesting  the  appearance  of  the  vltness.    A  claim  for  fees  and/or  the 
reimhursement  of  expenses  will  he  suhmltted  to  the  hranch  vhich  Initiated 
the  hearings  or  vas  directly  responsible  for  the  appearance  of  the 
vltness.    The  designated  hranch  official,  after  administratively  ap- 
proving the  voucher,  vlll  transmit  it  to  the  Administrative  Fiscal 
Division,  Fiscal  Branch,  for  processing. 

C       Fees  and  Expenses  over  and  ahove  Necessary  Expenses  -  Fees 
and  expenses  collected  hy  vitnesses  under  Item  (c)  of  Eihlhlt  B  for 
participation  in  JudiciauL  proceedings  vlll  he  accounted  for  on  a  state- 
ment furnished  the  director  of  the  hranch  concerned.    All  such  fees 
and  expenses  collected  over  and  ahove  actusil  and  necessary  expenses 
incident  to  such  participation  vlll  he  transmitted  to  the  Administra- 
tive FiscaJ.  Division  for  deposit  to  the  appropriate  miscellaneous 
receipt  account  of  the  Treasury. 

*  *  * 
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PMA-139.1 
Exhibit  A 


LISTING  AND  DEFINITIONS  OF  WORK  PROGRAMS  TO  BE  REPORTED  l/ 


I  SECTION  32  (APPROPRIATION) 

A       Diversion  Activities  -  Administrative  costs  incident  to 
making  diversion  payments  to  processors.    No  charges  are  to  "be  made 
under  this  program  for  procurement,  distribution,  shipping  or  stor- 
age . 

B       Section  32  Exports  -  Includes  only  administrative  costs 
incident  to  making  differential  payments  to  individual  exporters.  No 
charges  will  he  made  under  this  program  for  procurement,  dlstrlhutlon, 
shipping  or  storage . 

0       Purchases  and  Direct  Distribution  -  Includes  all  adminis- 
trative costs  In  connection  with  direct  purchases  of  agricultural 
commodities  from  Section  32  funds »    All  administrative  costs  in 
connection  with  distributing  commodities  purchased  from  Section  32 
funds  (direct  purchases  and  transfers  from  CCC)  to  schools,  welfare 
associations  and  other  eligible  outlets.    Includes  administrative 
costs  of  shipping  activity  when  commodities  move  from  point  of 
purchase  to  outlet,  from  warehouse  to  outlet,  or  from  purchase  point 
to  storage . 

D  Food  Preservation  -  All  work  facilitating  preservation  of 
abundant  foods  and  processing  food  for  school  lunches. 

E  Marketing  of  Abundant  Foods  -  All  work  in  connection  with 
increasing  sales  and  consumption  of  plentiful  and/or  seasonal  foods 
through  normal  channels  of  trade . 

F  Administration  of  Marketing  Agreements  -  All  work  inci- 
dent to  administering  the  Agricultural  Marketing  Agreement  Act  of 
1937  as  amended. 

II  NATIONAL  SCHOOL  LUNCH  ACT  (APPROPRIATION) 

All  work  performed  in  carrying  into  effect  the  provisions  of  the 
National  School  Lunch  Acto  Includes  expenses  in  connection  with 
proc\iring  and  distributing  commodities  purchased  under  Section  6. 

ni    COMMODITY  CREDIT  CORPORATION  (APPROPRIATION) 

A       Price  Support  Programs  -  All  activity  incident  to  the 
loan  and  purchase  operations  (except  those  conducted  by  PMA  State 


l/  This  listing  is  not  intended  to  be  all  inclusive,  see  paragraph 
II,  C. 
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(III  A) 

Offices  for  which  service  fees  aro  collected--See  Moisture  Content 
and  Grade  Determination)  conducted  "by  the  Conmiodity  Credit  Corpora- 
tion to  support  the  prices  of  domestic  agricultural  coaanodities,  in- 
cluding all  work  performed  in  the  acquisition,  custody,  inaintenance , 
and  disposition  of  commodities  acquired  by  the  Corporation  under  the 
price  support  programs,  so  long  as  the  Corporation  retains  title 
to  the  commodities,  regardless  of  the  method  of  disposition.  For 
example,  if  a  commodity  acquired  by  the  Corporation  under  a  price 
support  program  is  disposed  of  through  the  Agricultural  Supply  Pro- 
grams (see  "Agricultural  Supply  Programs"),  all  activity  performed 
in  the  acquisition maintenance,  custody,  and  disposition  of  that 
commodity  will  be  included  under  the  program  "Price  Support  Programs". 

B       Subsidy  Programs  (Liquidation)  -  Includes  all  activity  in 
connection  with  the  liquidation  of  the  subsidy  programs  of  prior 
years  under  which  the  capital  funds  of  the  Corporation  were  used  to 
make  payments  or  purchases  for  resale  to  assist  in  the  maintenance 
of  price  ceilings. 

C       CCC  Export  Programs  -  All  activity  incident  to  programs 
financed  from  capital  funds  of  the  CCC  in  which  the  Corporation 
exports  or  causes  to  be  exported  agricultural  commodities  and 
products  at  world  market  prices  and  absorbs  or  pays  the  differ- 
ence between  such  price  and  domestic  prices.    Where  price  support 
commodities  are  exported  at  competitive  world  market  prices  under 
the  Supply  Program,  the  man-months  cost  should  be  reported  under 
the  price  support  programs . 

D       Purchases  In  Foreign  Countries  -  All  activity  financed 
from  capital  funds  of  the  Commodity  Credit  Corporation  in  connec- 
tion with  purchase  in  foreign  countries  of  foods,  agricultural  com- 
modities, products  thereof,  and  related  facilities  as  are  needed 
to  meet  emergency  domeatic  requirements,  including  all  work  per- 
formed in  the  maintenance,  custody  and  disposition  of  commodities 
so  purchased.    This  program  does  not  Include  activity  In  connec- 
tion with  the  purchase  of  commodities  in  foreign  countries  for 
disposal  through  the  Agricialtural  Supply  Programs  (see  "Agricul- 
tural Supply  Programs" )o 

E        Foreign  Production  Programs  -  Activities  authorized  by 
Section  7,  P.  L,  395,  80th  Congress,  under  which  CCC  carries  out 
programs  to  stimiilate  and  increase  the  production  of  foods,  su^ri- 
cultural  commodities,  and  products  thereof,  in  non-European 
foreign  countries      Costs  of  purchasing  commodities  in  non- 
European  foreign  countries,  even  though  puch  purchase  activities 
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(III  E) 

oncourag©  production,  should  b«  reported  under  the  program  "Pur- 
chases in  Foreign  Countries". 

F      j^e search  -  Includes  all  work  authorized  pursuant  to  Sec- 
tion k  (m)  of  the  Commodity  Credit  Corporation  Charter  Act  (Po  L. 
806,  80th  Congress) .  •  The  vork  reported  under  this  project  must  he 
related  and /or  directly  connected  with  the  conservation  or  disposal 
of  commodities  owned  or  controlled  hy  the  Corporation  and  shall  he 
conducted  in  collaboration  with  research  agencies  of  the  Depart- 
ment of  Agriculture.    This  does  not  include  program  planning, 
analytical,  and  other  administrative  work  performed  in  connection 
with  normal  CCC  operations, 

IV  AGRICULTURAL  SUPPLY  PROGRAMS  (APPROPRIATION) 

Includes  all  work  in  connection  with  procuring,  storing,  handling, 
shipping  (excluding  arranging  for  ocean  transportation) ,  and  dis- 
posing of  agricultural,  commodities  for  (a)  cash -paying  foreign 
governments,  (b)  participants  under  the  Foreign  Assistance  Act  of 
I9U8;  that  is  Title  I,  Economic  Cooperation  Act;  Title  II,  Greek- 
Turkish  Assistance;  Title  III,  International  Children's  Emergency 
Fund  Assistance;  and  Title  IV,  China  Aid  Act;  (c)  United  Spates 
Government  agencies,  and  (d)  other  purchasers  such  as  private 
relief  Associations,  et  al.,  and  others  that  may  utilize  the  facili- 
ties of  the  Production  and  Marketing  Administration,  Commodity 
Credit  Corporation.    NOTE:    This  program  does  not  include  (l) 
work  on  any  programs  which  are  in  process  of  liquidation;  (2) 
work  In  connection  with  "Itexican  Meat  Pixrchase  Program''  prior 
to  the  time  CCC  takes  title  to  the  commodity  (see  "Mexican 
Meat  Procurement  Progreim");  and  (3)  work  in  connection  with 
commodities  procured  under  VPric©  Support  Programs" . 

V  OCEAN  TRANSPORTATION  (APPROPRIATION) 

Includes  all  work  involved  in  arremging  the  initial  contract 
or  charter  with  steamship  companies  for  ocean  trajisportation 
for  supply  programs,  making  adjustments  in  the  contract  or  char- 
ter reqiilred  because  of  diversion  of  ships  or  other  similar  ac- 
tions, handling  and  otherwise  processing  of  vouchers,  claims, 
and  related  fiscal  documents,  etc. 

VI  SUPPLY  PR0G51AMS  IN  LIQUIDATION  (APPROPRIATION) 

Includes  all  work  in  connection  with  supply  programs  which  are  in 
liquidation.    A  supply  progreun  is  considered  to  be  in  liquidation 
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(VI) 

when  all  "billed  deliveries  have  been  completed.  The  Budget  Division 
shall  notify  the  Branches  concerned  when  billed  deliveries  have  been 
completed  under  a  supply  program. 

VII  FOREIGN  ASSISTANCE  ACT  OF  19^8:    REQUIREMENTS  AND  ALLOCATION 
(APPROPRIATION) 

Includes  all  work  in  connection  with  planning,  analyzing,  screening, 
allocating,  aiid  making  recommendations  concerning  requests  for  agri- 
cultural commodities,  farm  machinery,  and  fertilizer  under  the  Foreign 
Assistance  Act  of  1948.    NOTE:    All  work  in  connection  with  the  actual 
procurement  and  delivery  of  agricultural  commodities  under  the  Foreign 
Assistance  Act  of  19^8  should  be  reported  under  the  program  "Agricul- 
tural Supply  Programs". 

VIII  SUGAR  ACT  (APPROPRIATION) 

All  wor^j  incident  to  carrying  into  effect  the  provisions  of  the 
Sugar  Act  of  19^8. 

IX  CONSERVATION  AND  USE  (APPROPRIATION) 

^       Agricultural  Conservation  Program  -  All  work  performed 
under  the  ""oil  Conservation  and  Domestic  Allotment  Act,  as  amended, 
and  the  Agricultural  Adjustment  Act  of  1938,  as  amended,  in  connec- 
tion with  the  regular  Agricultural  Conservation  Program;. 

B       Tobacco  Marketing  Quota  Program  -  All  activities  incident 
to  the  Tobacco  Marketing  Ouota  Program. 

^       ^sanut  Marketing  Quota  Program  -  All  activities  incident  to 
the  Peanut  Marketing  Ouota  Program. 

.X        MOISTURE  CONTENT  AND  GRADE  DETERMINATIONS  (APPROPRIATION) 

For  all  work  in  connection  with  (l)  grading,  sampling,  testing, 
sealing,  and  inspecting  commodities  and  other  work  to  determine 
eligibility  of  such  commodities  for  the  loan  program;  (2)  the 
certification  of  eligibility  for  price  support  program  and  (3) 
purchase  agreement  programs . 

XI      PHOTOGRAMMETRIC  WORK  (APPROPRIATION) 

Includes  activity  in  connection  with  furnishing  photogrammetric  ser- 
vices to  other  agencies  as  authorized  by  Section  38?  of  the  Agricul- 
tural Adjustment  Act  of  1938, 
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XII  LABOR  CAMP  DISPOSAL  (LIQUIDATION)  (APPROPRIATiOR ) 

Activltios  incident  to  the  disposal  of  farm  lahor  supply  caanps  and 
facilities o 

XIII  MARKET  NEWS  SERVICE  (APPROPRIATION) 

Includes  all  work  In  connection  with  collecting,  and  diseemlnating 
market  news  on  agricultural  commodities  including  cold  storage  reports . 
Excludes  market  news  serrlce  authorized  bj  the  Cotton  Acts  and 
Tobacco  Acts , 

XIY    MARKET  INSPECTION  OF  FARM  PRODUCTS  (APPROPRIATION) 

Includes  work  in  connection  with  inspection  and  grading  of  farm 
products  as  to  class,  quality  and  condition,  which  is  financed  from 
this  appropriation o    Excludes  inspection  of  cosmodities  authorized 
by  specific  laws  such  as  the  Tobacco  Inspection  Act. 

ZV      MARKETING  FARM  PRODUCTS  (APPROPRIATION) 

A       Standardization  and  Marketing  Research  -  Includes  standardi- 
zation and  marketing  research  on  fruits  and  regetables,  lirestock, 
meats,  wool,  dairy  products,  poultry  products,  grain,  rice,  beans, 
peas,  hay,  seed,  hops,  cotton  and  cottonseed  performed  under  the  ap- 
propriation "Marketing  Farm  Products" „ 

B       Research  on  Transportation  -  Includes  work  on  inrprorement 
of  transportation,  packing  and  packing  methods  and  wholesale  and  re- 
tail market  practices  formerly  performed  in  the  Bureau  of  Agricultural 
Economics . 

C       Freight  Rates  for  Farm  Products  -  Includes  all  actirity 
incident  to  carrying  into  effect  the  proTlsions  of  Section  201(a) 
to  201(d)  of  Title  II  of  the  Agricultural  Adjustment  Act  of  1938 
relating  to  adjustment  of  freight  rates  for  farm  products. 

D       Obtaining  Adequate  Market  Storage  and  Transportation 
Facilities  -  Includes  (a)  ei:udies  and  surreys  to  derelop  princi- 
ples and  data  to  reduce  inefficiencies  and  costs  in  the  physical 
handling  of  farm  and  food  products  from  producer  to  consumer  and 
(b)  determining  in  adrance  when  and  where  there  will  be  shortages 
of  transportation  and  storage  facilities  and  dereloping  and  carry- 
ing out  programs  to  alleriate  such  shortages » 

E       Food  Production  and  Meirketlng  Assistance  -  Includes  all 
work  incident    to  establishing  production  goals  and  guides,  coordi- 
nating State  and  local  nutrition  actirlties,  and  proriding  assist- 
ance to  industry  groups  in  securing  materials,  supplies  and  e<iuipmento 
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XVT    TOBACCO  ACTS  (APPROPRIATION) 

Includes  all  activity  incident  to  carrying  into  effect  the  provisions 
of  the  Tobacco  Inspection,  Tobacco  Stocks  and  Standards,  and  Tobacco 
Seed  and  Plant  Exportation  Acts , 

XVTI  COTTON  ACTS  (APPROPRIATION) 

Includes  all  activity  incident  to  carrying  into  effect  the  provi- 
sions of  the  Cotton  Statistics,  Classing,  Standards  and  Futures 
Acts , 

XVIII  MAIUETING  REGULATORY  ACTS  (APPROPRIATION) 

^       PAp.j  Produce  Agency,  Standard  Container  and  Export  Apple 
^I!^-J'^i^-^^J}p^^  "  Includes  all  activity  incident  to  carrying  into 
effect  the  provisions  of  the  Perishable  Agricultural  Commodities 
Act,  the  Prodi;ct;  /{r,ency  Act,  the  Standard  Container  Acts  and  the 
Ex-oort  A-pple  and  Pcnr  Act . 

^       Pacjcers  and  Stockyards  Act  -  Includes  all  activity  incident 

to  carrying  into  effect  the  provisions  of  this  act. 

^       J^nsectlcide ,  Fungicide ,  and  Rodenticide  Act  -  Includes  all 
activity  incident  to  carrying  into  effect  the  provisions  of  this  act. 

^       IPPj^y^^  Seed  Act  -  Includes  all  activity  incident  to 
carryinf^  into  effect  the  provisions  of  this  act . 

E       Grajn  ritpnci/irds  Act  -  Includes  all  activity  incident  to 
carrying  into  effect  the  provisions  of  this  act. 

F       NayajL  Stores  Act  -  Includes  all  activity  Incident  to  carry- 
ing into  effect  the  provisions  of  this  act. 

G       Warehouse  Act  -  Includes  all  activity  incident  to  carrying 
into  effect  the  provisions  of  this  act. 

XIX  RESEARCH  AND  MAI^KETIKG  ACT  OF  I9I+6  (APPROPRIATION) 

Includes  all  activities  financed  from  allocations  under  the  Research 
dnd  Marketing  Act  of  1946. 

XX  TRUST  FUNDS  -  INSPECTION  AND  GRADING  ( Ai-'PROPRIATION) 

Inpludes  all  work  in  connection  with  inspection  and  grading  of  farm 
products  as  to  class,  quality  and  condition,  which  is  financed  from 
fees  che rged  for  inspection  and  grading  services  deposited  in~ trust 
funds . 
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XXI  TRUST  FUNDS  ''NEW  ENGLAND  RADIO  NEWS)  (APPROPRIATION) 

Includes  vork  incident  to  dissemination  of  market  news  and  other 
information  performed  under  the  cooperative  agreement  with  the  New 
England  States  and  other  agencies  and  financed  hy  contri 'but ions 
covered  into  the  New  England  Radio  News  Trust  Fund. 

XXII  SPECIAL  RESEARCH  FUND  (APPROPRIATION) 

Includes  research  such  as  the  extraction  of  foreign  material  from 
cotton  lint  of  gins  flnajiced  from  the  department  special  research 
f  rnd. . 

XXIII  GRAJ)ING  OF  AGRICULTURAL  COIMODITIES  (APPROPRIATION) 

A       C ot t on  Clas a i f i cat i on  -  Includes  cotton  classification 
xrork  in  connection  with  cotton  loan  and  purchase  program.s  financed 
from  capital  funds  of  the  Commodity  Credit  Corporation » 

B       V.^ool  Grading  -  Includes  wool  grading  work  in  connection 
with  wool  purchase  programs  financed  f!rom  capital  funds  of  the 
Commodity  Credit  Corporation. 

XXIV  FOOT  AND  MOUTH  DISEASE  (APPROPRIATION) 

A       Foot-ajid -Mouth  Eradication  -  All  work  done  for  the  Bureau 
of  Animal  Industry  in  connection  with  the  program  for  the  eradica- 
tion of  the  foot-and-mouth  disease    in  Mexico  and  the  prevention 
of  its  spread  to  the  United  States. 

B       Mexican  Meat  Procurement  Program  -  All  activity  incident 
to  the  purchase,  by  PMA,  and  delivery    to  the  United  States  "border 
of  canned  meat  procured  in  Mexico  with  funds  made  available ,  pur- 
suant to  rublic  La,w  8  -  80th  Congress,  for  the  eradication  of  the 
Foot-and-Mouth  disease  in  Mexico.    Activity  incident  to  the  handling 
of  such  meat  after  it  enters  the  United  States  ajid  to  the  disposal 
of  such  meat  should  not  be  reported  under  this  heading  (see  Agri- 
cultural Supply  Program. 

XXV  REIMBURSABLE  SERVICES  PERFORMED  FOR  OTHER  AGENCIES  (APPROPRIATION) 

Includes  all  work  performed  ujider  the  Consolidated  Account  for  agencies 
outside  PMA  on  a  reimbursable  basis-    The  name  of  the  reimbur-eing 
agency  shall  be  included  in  the  work  program  title ,  as  follows : 
"Reimbursable  Services  performed  for  'Name  of  Agency'".    Report  work 
performed  for  each  agency  as  separate  work  programs.  Reimbursable 
services  for  a.gencies  outside  PMA  performed  under  these  programs 
financed  from  direct  allotments  shall  be  reported  under  the  appro- 
priate "direct  allotment"  work  programs . 
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XX7I  SECTION  392,  AA  ACT  OF  I938  (APPROPRIATION) 

Includes  all  work  incident  to  services  rendered  for  the  folloving 
offices!    PMA  State  and  County  Offices,  the  ACP  Branch,  Aerial  Photo 
Laboratory,  and  the  Office  of  Assistant  Administrator  for  Production. 
The  "branches  reporting  under  this  vork  program  are  those  which  have 
received  an  allocation  from  "Section  392"  as  part  of  the  consolidated 
account  (CCC)  allotments,  including  Office  of  the  Administrator, 
Budget  and  ivlanagement  Branch,  Fiscal  Branch,  CCC  Field  Offices,  Infer - 
mation  Branch,  Audit  Branch,  Compliance  and  Investigation  Branch, 
Tobacco  Branch,  Fats  and  Oils  Branch,  and  the  Marketing  Facilities 
Branch.    Branches  receiving  direct  allotments  of  Section  392  funds 
will  not  report  under  this  work  program.    These  branches,  including 
the  ACP  Branch,  the  PMA  State  Offices,  Office  of  Aesietont  Adminis- 
trator for  Production,  and  the  Aerial  Photo  Laboratory  will  distri- 
bute man-months  among  the  specific  programs  itemized  in  the  procedure  . 

*    »  * 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
PRODUCTION  AND  MARKETING  ADMINISTRATION 

PMA  ii31cl 

OPERATION,  STORAGE,  AND  IDENTIFICATION  OF  GOVERNMENT 
MOTOR  VEHICLES  -  AREA  AND  FIELD 


I  PURPOSE 

This  Instruction  establishes  requirements  for  the  operation,  stor- 
age, and  identification  of  Government  motor  vehicles  in  area  and 
field  offices o    Specific  procedure  is  provided  for  requesting 
authorization  to  store  such  vehicles  at  or  near  the  residences  of 
PMA  employees o 

II  DEFINITIONS 

A       Government  Vehicle  ~  Refers  to  any  motor-propelled  vehicle 
in  the  custody  of  PMA  which  is  owned  or  leased  by  the  Government o 

B      Supervisor  -  Refers  to  the  officer  in  charge  of  the  office 
responsible  for  the  custody  and  maintenance  of  the  Government  ve- 
hicle c 

III  IDENTIFICATION  OF  VEHICLES 

Employees  having  custody  of  Government  vehicles  shall  affix  approp- 
riate identification  to  such  Government-owned  motor  vehicles  or 
motor  vehicles  leased  by  the  Government  for  a  period  exceeding  6 
months  c-    Only  under  circumstsoices  set  forth  below  sh^iLl  such  identi- 
fication be  removed 0    The  chiefs  of  the  Area  Administrative  Services 
(AS)  Divisions  will  distribute  necessary  identification  to  field 
offices  for  automotive  equipment  in  their  custodyo 

A      Display  and  Disposal  of  Government  Tags; 

1  Each  vehicle  shall  carry  two  tags,  mounted  respec- 
tively on  the  front  and  rear  of  the  vehicle,,    The  tags  shall 
be  used  on  the  vehicle  to  which  originally  assigned  until  the 
vehicle  is  removed  from  service,  or  until  they  become  mutila- 
ted or  defaced,  making  necessary  their  replacement o    When  a 
vehicle  is  retired  from  service,  the  tags  shall  be  removed o 
Such  tags  may  be  either  transferred  to  a  new  vehicle,  returned 
to  stock  for  subsequent  use,  or  voided  against  further  use<, 

2  In  order  to  conserve  as  much  of  the  critically  short 
steel  supply  as  possible  at  this  time,  old  tags  now  mounted  on 
the  rear  of  vehicles  should  be  continued  in  use  if  in  good 
condition,  and  existing  stocks  of  old  tags  should  be  exhausted 
before  new  tags  are  put  in  use,  except  as  local  authorities 
may  urge  immediate  change-over  to  front-and-rear  identifica- 
tion in  accordance  with  post-war  license-plate  practices  with- 
in their  States, 
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3       Tags  obtained  for  use  on  motor  vehicles  located  or 
operated  outside  of  the  District  of  Columbia  and  idiich  are 
determined  to  be  surplus  to  the  needs  of  an  agency  shall^  if 
serviceable j»  be  reported  to  the  chairman  of  the  Area  Agricul- 
tural Equipment  Committee  in  the  area  in  Triiich  the  tags  are 
located  for  possible  transfer  to  other  departmental  users  in 
the  same  general  vicinity o    In  the  event  of  transfer  to 
another  departmental  agency,  report  should  be  made  through 
appropriate  channels  to  the  Central  Supply  Division^,  Office  of 
Plant  and  Operations o    When  a  transfer  is  not  effected  within 
a  reasonable  time  (approximately  30  days)  surplus  tags  shall 
be  cleared  by  the  Area  Agricultural  Equipment  Ccmmittee  for 
reporting  by  the  orniing  agency  to  the  Central  Supply  Division, 
Office  of  Plant  and  Operations,  for  reassignmento 

k       Tags  which  are  voided  shall  be  defaced  or  destroyed 
to  prevent  their  being  reused  for  unauthorized  purposeso  All 
departmental  or  establishment  tags  removed  from  vehicles  or 
in  stock  when  the  official  tags  are  received  shall  be  accumu- 
lated^,  defaced,  and  disposed  of  as  prescribed  by  surplus  prop- 
erty regulations o 

5  Tags  secured  from  the  District  of  Columbia  Government 
may  be  transferred  only  to  another  Government  vehicle  of  the 
same  department  or  establishment  operating  in  the  District, 
and  then  only  if  authorized  by  the  Director  of  Vehicles  and 
Traffic  of  the  District  of  Columbia  Govemiaento    Damaged  or 
mutilated  tags  removed  from  vehicles  operating  in  the  District 
of  Columbia  shall  be  delivered  to  the  District  of  Columbia 
Department  of  Vehicles  and  Traffic  for  cancellttiono 

6  Official  Government  tags  shall  not  be  used  on  any  ve- 
hicle not  owned  or  leased  by  the  United  States  Government o 

B       Official  Uo  So  Government  Shields 

a       Official  shields  shall  be  purchased  from  Central  Sup- 
ply Division,  Washingtony  Do  Co 

b       Display  and  disposal  of  shields; 

1       The  official  identification  shield  shall  be  dis- 
played as  follows? 
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a       On  passenger  cars,  trucks^  busses  and  ambu- 
lances -  vertically  centered  on  both  front  door  pan- 
els, or  in  as  nearly  equivalent  position  relative  to 
the  driver's  seat  as  is  possible  if  there  is  no  door? 

b  On  trailers  =-  vertically  centered  on  both 
sides. 

c  On  motorcycles  (sidecars  only)  -  vertically 

centered  on  the  outside  panel  of  the  sidecar o 

2       V/hen  a  vehicle  is  sold  cr  othervdse  I'etired  from 
Governaent  use,  the  shields  shall  be  removed..    The  official 
identification  sbiwlud  shall  not  be  displayed  on  arr^r  vehicle 
not  o->vned  or  leased  by  the  United  States  Government o 

^  £2££tiii!S£!£L^ f „.  "P.^B^f^Fi^fi^J-'.  P.^.-^^r-^^^-^^^^-'^-^y-  Pycduction  and 

Marketing  Ac^'nistr'kft'on^''  -  Shall  be  centereH~immediately  under- 
ne'ath"^he  U."       Governraent  identification  shieldo     (See  III  BO 
The  sui)ervisor  is  responsible  for  removal  of  this  decalcomania  if 
the  vehicle  is  removed  from  PM  custody. 

D  DQcaJ.comania,  Form  AD-l8$  -  This  decalcomania^  AD-185 

Tn^ich  cites  portioo  of  Public  Law  li9s)  79th  Congress*  restricting 
use  of  Government  vehicles  to  official  purposes ^  shall  be  affixed 
to  the  dashboard  or  some  other  co?ispicuous  place  on  the  in:;ide  of 
the  vehicle  visible  to  the  operator  and  any  other  occupants-.  The 
supervisor  is  responsible  for  renjoval  of  this  decalcom^mia  if  the 
vehicle  is  sold  outwide  of  the  Qoverment, 

E  Registration  of  Vehicles  and  Procurement  of  Goverrjnent  Tags; 

Each  department  and  establisJunent  shall  maintain  a  record  of  all  tags 
in  use,  the  vehicle  to  which  assigned,  and  all  voided  tag  numberso 

Vehicles  used  in  the  field;    Except  for  those  required 
in  the  District  of  Columbia,  official  Government  tags  shall  be 
purchased  froa  the  Central  Supply  Division^  Washington,  D-  C: 

^       VQbicles  used  in  the  District  of  Columbian  Govern- 
ment vehicles  "operated  primarily  in  the  District  of  Columbia 
shall  be  registered  with,  and  official  tags  for  them  procured 
from,  the  District  of  Ccl-a:ribia  De-partment  of  Yohlcles  and  Traffic 
in  accordance  with  Section  UO-102,  paragraph  (b),  sub-p.rjragraph 
(2),  of  Title  )40,  District  of  Columbia  Code  which  provides  for 
the  issuance  ;•,  "Annually,  without  charge,  of  certificates  of 
registration  and  identification  tags  for  all  vehicles  owned  by 
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the  United  States  or  by  the  District  of  Col-umbiaj  or  officially 
used  by  any  duly  accredited  representative  of  a  foreign  govern- 
ment" «    Every  such  vehicle  shall  be  re-registered  during  April 
of  each  year  (special  forms  being  available  from  the  Department 
of  Vehicles  and  Traffic  for  the  purpose),,    Further,  each  vehicle 
shall  be  inspected  annually  by  the  District  of  Columbia  Depart- 
ment of  Vehicles  and  Traffic in  accordance  with  $2  Stato  78p 
•which  requires  such  service  to  be  provided  without  charge  for 
ooo"vehicles  owned  and  officially  used  by  the  Govemiaent  of  the 
United  States  or  ty  the  Government  of  the  District  of  Columbia 
or  by  the  representatives  of  foreign  governments,,  oo"© 

IV  OPERATION 

A       Regulation  Against  Misuse  -  No  enjployee  shall  use  or  au- 
thorize or  participate  in  the  use  of  a  Government  vehicle  for  other 
than  official  purposes o    PMA  Manual  Instruction  325olj,  "Discipline", 
cites  restrictions  and  penalties  in  connection  with  the  misuse  of 
Government  vehicles  and  also  clarifies  the  meaning  of  "official  pur- 
poses"© 

B      Official  Permits  -  No  employee  may  operate  a  Government 
vehicle  unless  he  has  been  grarjted  a  Department  of  Agriculture  motor 
vehicle  operator's  permit o    Individuals  desiring  an  operator's  per- 
mit shall  make  application  as  prescribed  in  Instruction  306 ol^ 
"Issuance  and  Accountability  for  Identification  Cards" o 

C       Responsibilities  of  Driver  -  The  driver  of  41  Government 
vehicle  shall  exercise  maximum  prudence  and  econony  in  operating  the 
vehicle  and,  specifically^,  shallg 

1  Familiarize  himself  with  and  strictly  observe  depart- 
mental and  PMA  regulations  and  applicable  Federal State ^  and 
local  speed,  traffic^  and  safety  regulations o    If  weather  or 
road  conditions  are  such  that  driving  at  permitted  speeds,  ex- 
ercising rights  of  way  J,  and  so  forth^,  would  be  h^zftrdousp  the 
driver  shall  use  added  cautiono 

2  Check  the  vehicle  daily  or  before  each  trip  for  poss- 
ible defects  in  safety  and  control  devices ^  such  as  brakes^ 
lights^,  horn,  windshield  wipers^  steering  mechanism>i  tires,  and 
so  forth,  and  arrange  with  his  supervisor  for  such  needed  re- 
pairs, or  other  needed  repairs  noted  while  the  vehicle  is  in 
operationo    The  driver  should  not  operate  the  car  until  needed 
repairs  are  made,  except  to  bring  the  vehicle  to  a  repair  s tac- 
tion, and,  then,  only  when  the  nature  of  the  defect  would  not 
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make  driving  hazardous  under  prevailing  weather,  road,  traffic, 
and  time  of  day  circumstances 

3       Use  chains  when  road  conditions  (mud,  ice,  snow)  make 
it  hazardous  to  drive  without  them^ 

k      Maintain  an  operating  report  by  days  and  months  in 
his  operations  book,  Form  AD~l87>  "Operation  Record,  AD-I87 
Government-Owned  Motorized  Equipment",  in  accordance  with 
instructions  contained  on  the  first  page  of  that  booko 

5  Submit  to  his  supervisor  at  the  end  of  AD-187A 
each  month  on  Form  AD-I87A,  "Vehicle  Operating  Report",  a 
recapitiilation  (original  only)  of  the  information  recorded  for 
the  month  in  his  operations  book.-    The  report  for  June  of  each 
year  must  be  accompanied  by  his  operations  book,  AD-l87>  con- 
taining his  complete  operating  record  for  the  flSQ^  year, 

6  Follow  procedure  prescribed  in  PMA  Manual  Instruction 
1^36,1,  "Reporting  Motor  Vehicle  Accidents  Occurring  in  the  Field 
and  H?.ndllri£  CXaLitti  Arising  Ther-sfrom",  in  the  event  of  an  acci- 
dent or  collision  involving  the  vehicle 

7  Report  immediately  (within  2h  hours)  to  his  super- 
visor the  theft,  loss,  or  damage  of  the  vehiclOc 

^       Responsibilities  of  Supervisor  -  The  supervisor  shall: 

1  Allow  the  vehicle  to  be  operated  only  for  official 
purposes  by  employees  holding  operator's  permits  issued  by  the 
Department  r 

2  Have  the  vehicle  inspected  periodically  by  experienced 
mechanics  and  not  permit  its  operation  before  repair  -when  the 
inspection  reveals  ar^  serious  defects  or  when  such  defects  are 
known,  to  exist . 

3  Follow  procedure  prescribed  in  PMA  Manual  Instruction 
a36.1,  "Reporting  Motor  Vehicle  Accidents  Occurr"  ig  in  the  Field 
Handling  Claims  Arising  Therefrom",  in  the  event  of  an  accident 
or  collision  involving  the  vehicle c 

h      Follow  procedure  prescribed  in  PMA  Manual  Instruction 
U22.I,  "Control  and  Utilization  of  Nonexpendable  Property  <- 
Washington,  Area  and  Field",  if  the  vehicle  is  stolen,  lost  or 
damaged  in  any  way  other  than  by  an  accident  or  collisiono 
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5       Transmit  monthly  and  annual  operating  reports  sub- 
mitted by  the  driver  of  the  vehicle  to  the  appropriate  Area  AS 
Division  chief o 

V  STORAGE  milLE  EN  ROUTE 

llUhen  drivers  are  en  route  or  away  from  their  official  station  and 
it  is  necessary  to  store  the  vehicle  over  night  or  for  longer  per- 
iods,  they  shall  utilize  Government  storage  or  commercial  storage 
under  PMA-negotiated  Government  contract  if  such  facilities  are 
available o    In  the  absence  of  these  faujilitiesj  drivers  (1)  shall 
arrange  for  garaging  which  will  pt'ovide  adequate  safety  and  protec- 
tion to  the  vehicle  without  undue  inconvenience  or  hir^rance  to 
official  duties,  or  (2)  under  justifying  circumstances  may  park  the 
vehicle  on  the  street  or  in  a  parking  lot,  provided  such  parking 
will  provide  adequate  safety  and  protection  to  the  vehicle  for  the 
period  the  vehicle  is  parked  and  provided  the  vehicle  is  parked  in 
accordance  with  local  parking  regulations o    Reimbursement  for  rea- 
sonable garage  costs  for  a  Government  vehicle  may  be  claimed  on  the 
employee's  travel  voucher o 

VI  STORAGE  AT  OFFICIAL  HEADQUARTERS 

Supervisors  are  responsible  for  arranging  proper  storage  near  official 
headquarters  for  Government  vehicles  in  tlieir  custody o    Government  or 
commercial  storage  shall  be  used  if  available,  unless  circumstances 
are  such  (See  VII  B)  that  storage  at  or  near  the  en5)loyee's  private 
residence  is  justifiedo    If  Government  storage  space  is  not  available, 
the  supervisor  shall  make  an  informal  canvass  of  available  commercial 
storage  within  reasonable  distance  of  the  official  headquarters  and 
advise  the  appropriate  AS  Division  chief  by  memorandum  of  his  find- 
ings, including  prices  quotedo    The  AS  Division  chief  shall  determine 
■nhethev  formal  invitation  for  bids  should  be  prepared,  or  vAiether  a 
contract  can  be  entered  into  without  advert i sing o    If  advertising  is 
necessary,  the  AS  Division  chief  shall  prepare  an  Invitation  to  Bid 
and  transmit  sufficient  copies  to  the  supervisor,  who  shall  handle 
them  in  the  same  manner  as  required  in  Instruction  I4II0I,  "Acquisi- 
tion of  Space  and  Utility  and  Miscellaneous  Services  -  Area  and 
Field" o 

VII  STORAGE  AT  OR  NEAR  EMPLOYEE'S  RESIDENCE 

With  the  specific  exceptions  made  below,  no  employee  shall  store  nor 
shall  any  supervisor  permit  the  storage  of  a  Government  vehicle  at  or 
near  the  private  residence  of  any  employee  without  specific  authori- 
zation from  the  Secretary  obtained  through  the  appropriate  AS  Divi- 
sion chief o    Any  supervisor  or  employee  violating  this  prohibition 
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is  liable  to  the  penalties  governing  improper  use  of  an  official  ve- 
hicle, stated  in  PMA  Manual  Instruction  32^ol,  "Discipline" o 

A       Exception  to  Secretarial  Authorization  -  Supervisors  may 
approve  requests  of  employees  under  their  supervision  to  store  Gov- 
ernment vehicles  at  or  near  their  residences  in  unusual  circumstances 
in  connection  with  field  work  when  commercial  or  Government  storage 
is  not  reasonably  available  and  when  brief  storage  at  the  employee's 
residence  will  promote  the  efficient  performance  of  his  official 
duties  o    The  supervisor  shall  require  the  employee  to  submit  and  shall 
maintain  in  his  files  a  complete  signed  record  of  the  circumstances 
Trtiich  made  such  storage  necessary  in  the  public  interestj  including 
the  dates  of  itinerary,  hours  of  use,  departure,  and  so  forth o  This 
exception  shall  apply  only  urtien  the  contingency  cannot  be  foreseen 
and  occurs  very  infrequentlyo 

B       Justification  for  Request     No  circumstances  justify  a  re- 
quest to  store  a  Government  vehicle  at  or  near  the  private  residence 
of  an  employee  unless  (1)  Government  or  commercial  storage  is  not 
available  within  reasonable  distance  consistent  with  work  require- 
ments and  responsibilities  involved  or  is  not  available  at  the 
hours  service  is  required,  or  (2)  available  Government  or  commercial 
storage  cannot  provide  adequate  protection  to  Government  equipment 
or  property  which  must  be  left  in  or  near  the  vehicle  o    If  one  of 
these  two  conditions  exists,  the  application  shall  state  any  fur- 
ther justification  for  the  requesto    Circumstances  usually  regarded 
as  adequate  reason  for  such  requests  are: 

1  mihen  conditions  require  that  the  employee  have  the 
vehicle  stored  At  a  convenient^  readily  accessible  location 
which  may  be  at  or  near  his  residence  in  order  that  the  employee 
may  at  all  times  be  able  to  respond  to  emergencies  with  a  mini- 
mum of  delayo 

2  Hhen  the  employee  is  stationed  at  a  field  point  yitiere 
he  has  no  office  and  proceeds  directly  from  his  residence  to 
varying  points  for  dutyo 

3  "When  the  employee  is  stationed  at  a  field  point  where 
there  is  a  local  office  but  normally  proceeds  directly  from  his 
residence  to  varying  points  for  dutyo 

k      l?here  the  employee  is  required  to  depart  and  return 
from  field  trips  at  unusually  early  and  late  hours  which  cannot 
be  avoided  without  serious  handicap  to  the  Government's  worko 
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$       Where  calls  for  service  are  made  at  unusual  hours  and 
though  public  transportation  may  be  available,  the  need  for 
prompt  attention  does  not  permit  of  delay  incident  to  obtaining 
such  transportation,  as,  for  example -where  shipments  require 
Government  inspection  without  delay o 

Requests  for  storage  authorization  for  reasons  other  than  those 
specified  will  be  considered  on  their  individual  merits  but  they 
mast  contain  conclusive  evidence  that  such  storage  is  necessary  in 
the  public  int«r«0to 

C       Method  of  Requesting  Authorization     "When  circumstances 
justify  the  continuous, regular  or  frequent  storage  of  a  Govemmuent 
vehicle  at  or  near  his  residence j,  the  employee  shall  submit  to  his 
supervisor  an  original  (on  plain  bond),  and,  5  copies  (on  white  mani- 
fold tissue)  of  a  typed  application  for  such  authorization  in  the 
form  indicated  in  txhibit  i  of  this  Instructiono    The  original,  and 
one  copy  shall  be  signed^    MXl  other  copies  must  show  the  signature 
but  a  signature  stamp  may  be  used  or  the  applicant's  name  may  be 
typed  on  the  signature  lineo    It  is  particularly  important  that  the 
justification  for  the  request  be  accurately  and  clearly  stated^,  in- 
cluding the  basic  justification  (one  of  the  two  circumstances  set 
forth  in  the  first  sentence  of  VII  B)  and  any  further  governing  cir- 
cumstances such  as  those  listed  in  VII  B  1^  2^  3d  h  and  5o 

D      Appypval  of  Authorization 

1  Supervisor  and  A.rea  jtS  Division  Chief  -  If  the  super- 
visor approvf  s  the  application^)  he  shall  sign  the  original  and 
the  copy  signed  by  the  applicant  and  shall  submit  all  copies 

to  the  appropriate  Area  AS  Division  chief  itho  shall  review  the 
application  and  transit  it  to  the  AS  Division  in  Washington 
with  his  rec onwendation  for  approval,  or  return  it  to  the 
supervisor  with  a  statement  of  his  reasons  for  disapprovalo 

2  Washington  -  The  Washington  AS  Division  will  obtadn 
the  approval  (1)  of  the  branch  involved  and  {?.)  of  the  Secre- 
tary, through  appropriate  channels o    If  approval  from  these 
sources  is  granted,  the  Washington  AS  Division  will  retain  one 
conformed  copy  of  the  approved  application,  transmit  one  con- 
formed copy  to  the  administrative  officer  of  the  branch  invol- 
ved, and  return  the  signed  original  and  two  conformed  copies 
to  the  appropriate  ixea  IS  Division  chief,  who  in  turn  shall 
retain  on«  confonieci  copr.-  and  transmit  the  signed  original  and 
the  other  conformed  copy  to  the  applicant's  supervisoro  (The 
signed  copy  will  have  been  retained  by  the  Secretary's  Officso) 
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The  supervisor  shall  retain  the  conformed  copy  and  give  the 
signed  original  to  the  applicanto    Authorizations  issued  to 
applicants  are  not  transferrableo    The  employee  must  submit  a 
new  application  when  circumstances,  as  reported  in  the  original 
justification,  change  to  such  an  extent  as  to  make  continued 
authorization  questionable o    The  supervisor  is  responsible 
jointly  -with  the  employee  for  securing  new  authorization  under 
such  circiimstanceso 

E       Responsibilities  --The  following  responsibilities  are  in 
addition  to  those  embodied  in  preceding  paragraphs o 

1  Area  AS  Division  Chief  ~  The  Area  IS  Division  chief 
shall  maintain  a  record  of  all  authorizations  issued  to  employ- 
ees within  his  area  and  review  them  annually  to  inspire  that  all 
authorizations  outstanding  are  essential©    It  is  his  respon- 
sibility to  satisfy  himself  that  all  field  officials  responsi- 
ble for  the  operation  and  storage  of  Government  vehicles  are 
cognizant  of  thfi|  requirement  of  authorization  from  the  Secre- 
taryo    If  a  violation  of  this  requirement  comes  to  his  atten- 
tion, he  shall  first  advise  the  supervisor  and  the  ernploye© 
separately  tljat  such  violation  is  occurring  and  must  cease o 

If  the  violation  continues^  the  Area  AS  Division  chief  shall 
make  "a  full  and  complete  reports  naming  both  the  supervisor 
and  the  employee  guilty  of  the  violation^  to  the  iirea  Person- 
nel (PE)  Division  for  investigation  and  recommendation^,  trans- 
mitting a  copy  of  the  report  to  the  AS  Division  in  TTashingtono 

2  Area  PE  Division  -  The  Area  PE  Division  shall  inves- 
tigfitte  the  violation  and  make  a  report  of  its  findings  to  the 
PE  Division  in  Washingtono 

3  Supervisor  -  It  is  the  responsibility  of  the  super- 
visor to  inform  each  employee  under  his  supervision  who  holds 
a  Department  permit  to  operate  an  official  vehicle  of  the  re- 

'    quirements  of  this  Instruction  and  to  take  action  to  put  an 
end  to  any  violation  thereof o    The  supervisor  is  also  responsi- 
ble, in  the -absence  of  action  by  the  employees  for  initiating 
action  to  secure  authorization  to  store  the  vehicle  at  or  near 
the  employee's  residence,, if  such  storage  would  further  more 
efficient  performance  of  the  employee's  official  duties©  In 
such  cases,  provided  the  employee  is  agreeable  to  such  stor- 
age, the  supervisor  shall  require  him  to  execute  a  request  as 
required  in  VII  Co 
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OPERATION,  STORAGE,  AM)  IDENTIFICATION  OF  GOVERNMENT 
MOTOR  VEHICLES  -  AREA  AND  FIELD 


(VII  E  3) 

h.      Employee  -  It  is  the  responsibility  of  the  employee 
itho  operates  a  Government  vehicle  to  request  appropriate  auth- 
orization for  approval  of  storage  at  or  near  his  private  resi- 
dence^  if  necessary^  and  to  preserve  the  origin*!  approved 
application^  a3  he  may  be  called  upon  to  produce  it  as  evidence 
of  his  right  to  store  the  vehicle  in  this  mannero 


Attachment  -  Exhibit  A 


